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leave (or, in the case of a part-time em-
ployee or an employee with an uncom-
mon tour of duty, an amount of sick 
leave equal to 12 times the average 
number of hours in his or her scheduled 
tour of duty each week) for all family 
care purposes under paragraphs (a)(3) 
and (4) of this section. 

(d) For family care purposes as de-
scribed in paragraphs (a)(3) and (4) of 
this section— 

(1) A full-time employee may use a 
total of up to 40 hours (or, in the case 
of a part-time employee or an em-
ployee with an uncommon tour of duty, 
the average number of hours in his or 
her regularly scheduled administrative 
workweek) of accrued and accumulated 
sick leave without further regard to his 
or her sick leave balance. 

(2) A full-time employee may use 
more than 40 hours of his or her ac-
crued and accumulated sick leave up to 
the maximum provided by paragraphs 
(b) and (c)(1) of this section only if he 
or she maintains a sick leave balance 
of at least 80 hours (or, in the case of a 
part-time employee or an employee 
with an uncommon tour of duty, two 
times the average number of hours in 
his or her regularly scheduled adminis-
trative workweek). An employee must 
maintain this balance during any pe-
riod of time during which the employee 
is using more than his or her basic en-
titlement to sick leave under para-
graph (d)(1) of this section. 

(3) An agency may advance only the 
initial 40 hours of sick leave under 
paragraph (d)(1) of this section, or a 
proportional amount for an employee 
with a part-time or uncommon tour of 
duty. An agency may not advance sick 
leave for the purpose of meeting the re-
quirement to retain a minimum sick 
leave balance under paragraph (d)(2) of 
this section or, if the employee has the 
required minimum sick leave balance, 
for using additional sick leave as pro-
vided in paragraphs (b) and (c) of this 
section. 

(e) To be granted any sick leave for 
the purposes described in paragraphs 
(a) (3) or (4) of this section during any 
leave year in an amount exceeding a 
total of 40 hours (or, in the case of a 
part-time employee or an employee 
with an uncommon tour of duty, the 
average number of hours in the em-

ployee’s scheduled tour of duty each 
week), the employee concerned shall 
retain in his or her sick leave account 
a balance of at least 80 hours (or, in the 
case of a part-time employee or an em-
ployee with an uncommon tour of duty, 
an amount equal to twice the average 
number of hours in the employee’s 
scheduled tour of duty each week). No 
sick leave may be advanced under 5 
U.S.C. 6307(d) for the purpose of meet-
ing the requirement to retain a min-
imum sick leave balance or for using 
additional sick leave for the purposes 
described in paragraphs (a) (3) and (4) 
of this section when such use would 
otherwise cause the employee’s sick 
leave balance to fall below the min-
imum required. 

(f) When sick leave is granted to an 
employee under the condition specified 
in paragraph (d) of this section, the 
amount of sick leave retained in the 
employee’s sick leave account shall, in 
each instance, be at least equal to the 
minimum prescribed by paragraph (d) 
of this section after deducting the 
amount to be used for the purposes de-
scribed in paragraphs (a)(3) and (4) of 
this section. 

(g) If the number of hours in the em-
ployee’s tour of duty is changed during 
the leave year, the employee’s entitle-
ment to use sick leave for the purposes 
described in paragraphs (a)(3) and (4) of 
this section shall be recalculated based 
on the employee’s new tour of duty. 

[59 FR 62271, Dec. 2, 1994, as amended at 59 
FR 62274, Dec. 2, 1994; 59 FR 67125, Dec. 29, 
1994; 60 FR 26979, May 22, 1995; 61 FR 64450, 
Dec. 5, 1996; 65 FR 37239, June 13, 2000] 

§ 630.402 Application for sick leave. 
An employee shall file a written ap-

plication for sick leave within such 
time limits as the agency may require. 
An employee shall request advance ap-
proval for sick leave for the purposes of 
receiving medical, dental, or optical 
examination or treatment and, to the 
extent possible, for the purposes de-
scribed in § 630.401(a) (3), (4), and (6). 

[59 FR 62274, Dec. 2, 1994] 

§ 630.403 Supporting evidence. 
(a) An agency may grant sick leave 

only when supported by administra-
tively acceptable evidence. Regardless 
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